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OFFICE OF TRAINING REGULATION NO, 20-% 31 March 195
SUBJECT: PROMOTICN RECCXIMENDATT ONS
RESCISSION: OTR Regulation 20-5, 8 September 1953

1. scors

This Regulation sets forth the policies and procedures for
recommending promotions of OTR personnel,

2, OENERAL

Promotion recommendations will be trensmitted to the OTR
Personnel Officer for submission to the appropriate Promotion Pangl
and tha OTR Career Service Board, in accordance with OTR Regulatior
No, 20-l;, 21 December 1953, These recommendations will be preparec
in two parts: a Persomnel Data Sheet (Fomm No, 51~139), and a
narrative statement. Both parts will be prepared in an original ard

copias,
oy

3. PROCEDURE

8o PerSonnel Data Sheet

The supervisor will request the OTR Personnel Branch or
appropriate field Personnel Officer to prepare & Personnel Data
Sheet on the individual recoemended for promotion. (Upon
completion of the sheet, the Personnel Officer will forward it
Te the requesting supervisor,)

bs Nexrrative Statoment

The supervisor will prepare a narrative statement on the
individual concerned covering the following points:

(1) MYajor dutiss and manner of perfomence,

This document is part of an intograted

FonCen R the file it must b®
. It separated from iaW.
§ - _R_"‘_ = '::::slected to individual systemaflc review
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(2) Relation of the present position to other positions
under the control of the supervisor.

(3) Comparison of the performance of the individoal
with that of other individuals who perfomm comparable duties
at the same grade under the supervisor.

(4) Qualifications of the individual to perform tho
duties of the pesition for which he or she is being recom=-
mended.

(5) Supervisory ability in those cages where a
supervisory position is invelved.

(6) Other relevant considerations.
¢. Review

(1) Headquarters

(2) Recommendations will be initiated by the
inmediate supervisor and forwarded through senior super-
visors to the Diwision or Staff Chief whe will transmit
the recommendation to the Personnsl Officer, OTR.

(b) If the immediate supervisor 1s a Division
Chief, Staff Chiefl, or higher, no other signature is
required.

<

(a) Promotion recommendations for !“
personnel will be prepared and reviewsd In acco ce
with e.(1)(a) above, except that prior to transaittal to

the Personnel Officer, OTR, all such actions will be
reviewed

€o S%‘ ture

A1l copies of Form No. 51139 will bear the signature and
comment of all reviewing officisls. Each reviewing official will
jnelude a brief evaluation of the candidate’s porfornance compared
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with other persons of the sam grade inflar
duties under his zmptazwision:B ™o perfom a
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Director o Training

Distribution: Division, Staff, and Branch Chiefs

u3u

SeBioGauhfal

Wy aeE S

Approved For Release 2000/06/30 : CIA-RDP78-02990A000100050012-4

25X1A

[P



